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BACKGROUND

This bulletin docunments the Conmunity Aids Reporting System (CARS) cl ose- out
procedures to assure that all organizations foll ow the sane procedures and
time frames as the Bureau of Fiscal Services (BFS). These procedures apply to
all contracts (including tribes) paid through CARS but not to the Consolidated
State/ County contract and Child Support.

PCLI CY

1. Contracts with subcontractors (vendors) shall be closed tinmely in
accordance with contract terns, department policy and program
regul ations. A contract is to be closed when the final expenditure
report is received or on the due date of the final report, as specified
in the contract, whichever is earlier

Requests for extending the final report due date may be approved
for up to 14 days by the Contract Adm nistrator. Extensions
beyond 14 days nust be approved by the Director, Bureau of Fisca
Services. Al requests and approvals shall be in witing.

2. Contracts shall contain | anguage specifying the due date of the fina
report which shall not be greater then 90 days after end of the
contract period.

3. Subcontractors (vendors) shall be notified prior to contracts being
cl osed that the contracts are closing and final adjustments are due.

4. Contracts with subcontractors (vendors) shall be closed by reconciling
reported expenditures to paynments made, and payi ng out or recovering
any nmoni es due to or fromthe vendor.

5. Moni es due the Departnent of Health and Social Services (DHSS) as a
result of paynents made in excess of allowable costs shall be refunded
per the contract terns to the Department in accordance wthclose-out
procedures. Generally, nonies shall be recovered by reducing future
paynments to the subcontractor (vendor). Recovery shall first be
agai nst payments for any contracts related to the period being cl osed.
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If there are not sufficient paynents related to that period, recoveries
may be made by reduci ng paynments for any contacts for the current or
future period cl ains.

It is the responsibility of the subcontractor (vendor) receiving
paynents fromthe Departnent to submt tinmely and accurate expenditure
reports in accordance with reporting instructions. It is also the
subcontractor's responsibility to verify that reported and rei nbursed
expendi tures are supported by adequate docunentation and are reconcil ed
to their own accounting records on a tinely basis.

Paynments shall not be nade on a contract after the contract has been
cl osed. The contract is not considered closed until:

1 the time for filing a request for review during the tine frane
permtted for such action has el apsed under item #7 bel owor

1 if filed, until a determnation of the request has been conpl et ed.

A system purge policy will be devel oped for renoving data fromthe CARS
data base and will be added to this docunent at a later tinme.

PROCEDURES

The subcontractor (agency) shall submt tinmely and accurate
expendi tures reports throughout the contract period in accordance with
the reporting instructions provided by the contract adm nistrator.

The CARS Unit shall include a letter with the DVS- CARS 603 report
identifying contracts to be closed on a quarterly basis. The letter
shall rem nd the organization of its responsibilities for accurate
reporting. It shall also outline the procedure for requesting
adjustnents and the due date for filing a request for adjustment to the
final report pursuant to item #7 below. An annual timetable for the

cl ose-out process is attached.

The subcontractor (agency) shall submt its final expense report to the
CARS Unit within 90 days after the end of the contract unless the
contract specifies a different time frane. Requests for up to 14 days
additional time to file the final report may be nade in witing to the
Contract Adm nistrator who will approve or di sapprove the request in
witing with concurrent notice to the CARS Unit. Extensions in excess
of 14 days require the witten approval of the Director, Bureau of

Fi scal Services.

The final expenditure report shall clearly identify only the
adjustnents to be made to previously submtted expenses. The fina
report should not be an amended report for the |l ast nonth of the
contract but the Report Period should be the last nonth of the
contract. The final report shall be clearly marked "FINAL." Fina
reports which are not prepared in accordance with reporting
instructions may, at the option of the CARS Unit, be returned to the
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subcontractor (agency). A transnmittal letter, identifying the
reason(s) will be prepared by the CARS Unit and shall be sent with the
returned report.

The CARS unit will enter into the CARS systemthe information contained
on the final report. The CARS Unit shall not be responsible for
failure to enter report information received after the deadline. (See
#3 above).

Moni es due the Departnent as a result of paynents nmade in excess of

al | owabl e costs shall be refunded per the contract terns to the
Departnent in accordance with cl ose-out procedures. GCenerally, nonies
shall be recovered by reducing future paynents to the subcontractor
(vendor). Recovery shall first be against paynments for any contracts
related to the period being closed. |[If there are not sufficient
paynments related to that period, recoveries may be nade by reducing
paynments for any contacts for the current or future period clains.

A subcontractor (agency) desiring an adjustnent to the final report
shall submit a witten request and justification to the CARS unit
within 30 days of receipt of the letter in 2 above. The requested
adjustnents shall be reported on the normal CARS Expenditure Report for
the contract being closed, in accordance with reporting instructions.
A brief justification shall be attached, identifying the reason(s) for
the adjustnment. Acceptable reasons for adjustments include but are not
limted to: CARS Unit keying errors, rounding adjustnments, over-
reported expenses, and transfers of previously reported expenses

bet ween programs. All pages of the request shall be clearly marked as
"Adj ust ment Request” in red in the upper right hand corner

The CARS unit shall review the justification and consult with the
Program Di vi si on who may al so recommend approval /deni al of the
request to adjust the reported expenditures or other data to the
Director of the Bureau of Fiscal Services. The Director of the
Bureau of Fiscal Services shall give consideration to the
reconmendati ons of the CARS Unit and Program Division in making
hi s deci si on.

Adj ustments reported to the CARS Unit after contract cl ose-out which
result in nonies due the Departnent of Health and Soci al Services shal
be accepted regardless of the reason for the delay in reporting. The
nmoni es due the Departnent shall be remitted by the subcontractor
(vendor) to the Departnent within 30 days of the determ nation of the
anount to be repaid. |If the adjustnents are identified as part of an
audit, the anobunt to be repaid shall be determ ned during the audit
resol uti on process. Repaynents to the department not remtted as

i ndi cated above may be recouped fromfuture paynents of new or current
contracts.

After a contract is closed, no additional transactions shall be posted
to the related CARS line(s) wthout the approval of the Director,
Bureau of Fiscal Services.
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10. A annual tinetable is attached to illustrate the timng of the close-
out procedures.

ATTACHVENT
Contract C ose-out Schedul e

CONTACT PERSON

Mary Cl aridge, Accountant
Bureau of Fiscal Services
(608) 267-3902
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CONTRACT CLOSEQUT SCHEDULE

CONTRACT END DATE JAN- MAR APR- JUN JUL- SEP

Expense Report Due
for Last Month of
Cont r act 04/ 30 07/ 31 10/ 31

Fi nal Expense Report
due (<=90 days after
end date) 06/ 30 09/ 30 12/ 31

Cl ose-out Notice and

603 Report with

Fi nal Expense Report

Processed 08/ 01 11/ 01 02/ 01

Adj ust ment Request
Due 08/ 31 12/ 01 03/ 02

Fi nal DWMS- CARS 603
Report Fi nal
Adj ust ment s Processed 10/ 01 01/ 01 04/ 01

All dates are illustrative and are assunmed to fall on business days.

01/ 31

03/ 31

05/ 01

05/ 31

07/ 01



